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Overview

Trigger(s):
A user wants to view one or more employee’s time records for a specific period of time.  

	Business Process Description Overview

	There could be several reasons why a user would want to access this report.  It may be used for review of an employees entered hours or to check absence and/or attendance data. This report neatly combines all time data on one, easy to read view.


	Input
	Comments

	A need arises to view an employee’s time balances and/or time wage types. 
	

	Steps
	Details

	1. The report selection criteria is entered.
	

	2. The data is reviewed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	

	Steps
	Details

	N/A
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box [image: image1.bmp] in the field to access the search feature.

· To search on multiple numbers or values, use the multiple selection icon [image: image2.bmp].  Data exists behind each tab if the tab is green [image: image3.bmp], instead of lilac [image: image4.bmp].

· If the report is run often for the same group of employees, a variant can be stored and accessed via the get variant icon [image: image5.bmp] or Shift + F5.

· To enter selections other than those shown under the Selection area on the screen, use the Further selections icon [image: image6.png]Further selections



 or use the Search helps icon [image: image7.png]Search helps.



 for a more detailed selection.

· To sort the report when more than one employee record is selected, use the Sort icon [image: image8.png]Sort



.

· For more details of the absence/attendance type, use the choose icon [image: image9.bmp].
Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Time Evaluation ( Time Statement

	Via Transaction Code
	PT61


1.2 On screen “Time Statement Form” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image10.bmp] to process the request.
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Note:  Screen print continued on next page.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	Period for which the review is performed.
	R
	Click the payroll period icon and then enter the payroll area (pay group), unless data to be reviewed is for other time periods.
	

	Personnel number
	Employee’s unique personnel number.
	O
	Do not enter personnel number, unless reviewing data related to only one or a few employees.
	

	Time recording administrator
	Code identifying administrator of time records (timekeeper code).
	O
	Enter time administrator (timekeeper) code.
	

	Form name
	Allows for the selection of different reports with varying layouts.
	O
	Enter code.
	

	Printout of recalculation
	Allows recalculation dates to be printed on the statement.
	N
	Do not use.  Delete checkmark
	Defaults with a checkmark. 

	Include employees with errors
	Prints a time statement form for employees who had errors. 
	O
	Select this box to print a time statement form for employees with errors. 
	

	Branch to time data info
	Allows for selection of a particular daily balance, time type transfer, or attendance/absence quota.
	O
	Select this box to display the specific information.
	

	Collapse time wage types
	Summarizes several time wage entries in the same time wage types so that each time wage type appears just once per day.
	N
	Do not use.  Delete checkmark.
	Defaults with a checkmark.

	Week totals:  Full weeks only
	Relates to how totals are displayed.
	N
	Do not use.
	

	Statistics information at end
	If statistical information occurs during the period, it will be printed at the end.  
	O
	Select this box to activate the feature.
	

	Format form in color
	If this parameter is activated the form will be formatted in color.
	O
	Select this box to activate the feature.
	

	Display page header for each period
	Indicates if the forms page header is only displayed on the screen.
	O
	Select this radio button to activate the feature.
	This and next field are mutually exclusive; only one can be selected.  

	Always display page header
	Indicates the forms page header is displayed on each page on the screen and on the printed form.
	O
	Select this radio button to activate the feature.
	This and previous field are mutually exclusive; only one can be selected.  

	Output language
	Changes the language of the form.
	O
	Select this button to change the language of the report.
	


R = Required, O = Optional, D = Display, N = Not Required

1.3 On screen “Time Statement Form “ review the information.  No data can be entered on this view.
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Note:  Screen print continued on next page.
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Attendance | Absence |Planned Leave Service Hours
Day Text start End  |Rec.Hours | Rec.Hours | Hours Vears Pay Periods | Year-to-Date
01 Th Overtine 1.8 16:30  17:00 0.50 0.00 7.50 19.00 21.08 450.00
02 Fr Overtine 1.8 17:30  18:08 0.50 0.0 7.50 19.08 21.08 457.50
03 53 0.0 19.08 22.08 457.50
04 5u 0.0 19.08 22.08 457.50
05 to 7.50 19.08 22.08 465.00
06 Tu 7.50 19.08 22.08 472.50
o7 ye 7.50 19.08 22.08 480.00
08 Th Overtine 1.0 16:30  17:00 0.50 0.00 7.50 19.08 22.08 487.50
09 Fr Overtine 1.0 06:30  17:00 a.50 0.0 7.50 19.08 22.08 487.50
10 53 0.0 19.08 22.08 487.50
11 su 0.0 19.08 22.08 487.50
12 Mo Pd-Civil 63:00  0g:08 0.00 1.0 7.50 19.08 22.08 495.00
13 Tu 7.50 19.08 22.08 502.50
14 Ve Pd-Annual 63:00  16:3 X 7.50 19.08 22.08 510.00
15 Th Pd-Annual 3:00 1630 X 7.50 19.08 22.08 517.50
16 Fr 7.50 19.08 22.08 525.00
17 5a 0.0 19.08 23.00 525.00
18 su 0.0 19.08 23.00 525.00
19 to 7.50 19.08 23.00 532.50
20 Tu Pd-Sick 63:00  09:08 0.00 1.0 7.50 19.08 23.00 540.00
21 Ve Pd-Personal 63:00 093 0.0 1.50 7.50 19.08 23.00 547.50
22 Th Pd-Adninistrative  [68:08  11:08 0.0 3.00 7.50 19.08 23.00 552.00
23 Fr 7.50 19.08 23.00 550.50
24 5a 0.0 19.08 23.00 550.50
25 5u 0.0 19.08 23.00 550.50
26 Ho 7.50 19.08 23.00 567.00
27 Tu 7.50 19.08 23.00 574.50
28 ye 7.50 19.08 23.00 582.00
23 Th 7.50 19.08 23.00 589.50
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03/07/2003 | 12/31/2003 | 25 Holiday Leave 0.00
03/07/2003 | 01/09/2004 | 30 Personal leave 24.00
03/07/2003 | 01/09/2004 | 31 Personal Leave - Actual .00
03/07/2003 | 01/09/2004 | 75 Military Leave 0.0
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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